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[bookmark: _Toc171590441]PLACEMENT CONTACT DETAILS

STUDENT
NAME: 	     		   					     
         MOBILE NUMBER: 								
EMAIL:  								
  EMERGENCY CONTACT NAME:  							
	EMERGENCY CONTACT NUMBER: 								

EMPLOYER
NAME OF COMPANY: 	     		   					     
           PHONE NUMBER: 							
EMAIL:  							
 CONTACT NAME:  							
DATES OF PLACEMENT: 							

TRAINER / ASSESSOR
NAME OF TRAINER: 	     	   					     
         PHONE NUMBER: 								
  EMAIL:  							
	




Contents
PLACEMENT CONTACT DETAILS	2
INFORMATION FOR THE STUDENT	4
INFORMATION FOR THE EMPLOYER	4
WORKPLACE INDUCTION/ORIENTATION	5
PERFORMANCE EVIDENCE – ASSESSMENT CONDITIONS INFORMATION	6
PERFORMANCE EVIDENCE AND THIRD-PARTY REPORTS	6
WORKPLACE SUPERVISOR’S AUTHORISATION	7
INSTRUCTIONS TO SUPERVISOR	8
CLUSTER 1	8
CHCECE041 Maintain a safe and healthy environment for children	8
CHCECE050 Work in partnership with children’s families	9
CHCECE053 Respond to grievances and complaints about the service	10
CHCPRP003 Reflect on and improve own professional practice*	11
CLUSTER 2	12
CHCECE043 Nurture creativity in children	12
CHCECE047 Analyse information to inform children’s learning	13
CLUSTER 3	14
CHCECE045 Provide care for babies and toddlers	14
CHCECE046 Implement strategies for the inclusion of all children	15
CHCECE049 Embed environmental responsibility in service operations	16
CLUSTER 4 (course completion)	17
CHCECE042 Foster holistic early childhood learning, development and wellbeing	17
CHCECE048 Plan and implement children’s education and care curriculum	19
BSBHRM413 Support the learning and development of teams and individuals	20
BSBOPS502 Manage business operations plans	21
BSBTWK502 Manage team effectiveness	22
CHCECE044 Facilitate compliance in a children's education and care service	23
WORK PLACEMENT HOURS LOG	24




[bookmark: _Toc171590442]INFORMATION FOR THE STUDENT 
Your Work Placement Task and Logbook is a valuable document as it provides: 
· a record of the number of hours completed in structured workplace learning; and 
· the activities you undertook during structured workplace learning 
It is your responsibility to: 
· show your Logbook to your employer/supervisor every time you complete a task, and sign off that you have completed your hours Logbook accurately; and 
· complete all the Performance Criteria activities you are required to undertake in the workplace and have the list signed-off as you complete them 
You will need to return your Logbook to your ACEC Trainer when you have completed your work placement hours and tasks. 
For CHC50125 Diploma of Early Childhood Education and Care, you need to complete a minimum of 280 hours work placement. 

[bookmark: _Toc171590443]INFORMATION FOR THE EMPLOYER 
The Work Placement Task and Logbook forms a permanent record of the structured workplace learning component of CHC50125 Diploma of Early Childhood Education and Care, a nationally recognised training program. 
It would be appreciated if you, the employer/supervisor, would complete/read through the relevant sections which follow when appropriate. 
Workplace induction/orientation (p.6) 
This section is to be completed by you, the employer/supervisor. It serves to verify that the student has been given site-specific information relating to the workplace health and safety issues relevant to your workplace. 
Performance Evidence – Assessment Conditions Information (p.7) 
This section gives guidelines as to the conditions under which the performance tasks must be held, i.e. in a regulated education and care service in Australia. 
Core and Elective Units Performance Evidence – Tasks to be completed (p.8-22) 
These sections list all the performance tasks that must be completed by the student during their 280 hour work placement, dated and signed by the supervisor on the day the task has been completed. 
Work Placement Hours Log (p.23-26) 
This section is for the student to fill in, and the supervisor to sign off on. The student must complete a minimum of 280 hours work placement. 
During this time, students must complete the Performance Tasks.



[bookmark: _Toc171590444]WORKPLACE INDUCTION/ORIENTATION 
	Please tick and initial as completed: 

	Task
	Complete
	Student Initials

	Basic understanding of the activities undertaken by the organisation
	
	

	Basic understanding of the management structure of the organisation
	
	

	Understanding of work behaviour requirements and expectations
	
	

	Understanding of the required dress standard applicable to the job and workplace
	
	

	Knowledge of the safety requirements applicable to the job and workplace
	
	

	Knowledge of applicable procedures in case of accidents and emergencies
	
	

	Location of workplace facilities (e.g. toilets, change rooms, exits, etc.)
	
	

	Knowledge of start/finish times, work-break times, work routines
	
	

	Knowledge of the procedures to follow and the person to notify in the event of non-attendance
	
	

	Introduction to people with whom the student will be working directly
	
	

	Knowledge of the person to consult in the event of problems occurring
	
	







COMPANY NAME: 	     		   					     
         SUPERVISOR NAME: 									
  SUPERVISOR SIGNATURE:  								

STUDENT NAME: 	     		   					     
STUDENT SIGNATURE: 								

DATE OF INDUCTION: 								



[bookmark: _Toc171590445]PERFORMANCE EVIDENCE – ASSESSMENT CONDITIONS INFORMATION 
Skills must be demonstrated in a regulated education and care service in Australia. 
In addition, simulations and scenarios must be used where the full range of contexts and situations cannot be provided in the workplace or may occur only rarely. These are situations relating to emergency or unplanned procedures where assessment in these circumstances would be unsafe or is impractical. 
Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment. 
Assessment must ensure use of: 
· National Quality Framework for Early Childhood Education and Care 
· Education and Care Services National Regulations
· National Quality Standard
· the relevant approved learning framework for Early Childhood Education and Care - EYLF - Early Years Learning Framework  
· evacuation plans 
· health and safety procedures and policies, including food-handling, travel and medication administration 
· current workplace policies and procedures for WHS 

[bookmark: _Toc171590446]PERFORMANCE EVIDENCE AND THIRD-PARTY REPORTS 
The Nominated Supervisor will be requested to provide a Third-Party Report each fortnight on their student. This report will be provided with the fortnightly assessment tasks for the student. 
The fortnightly Third-Party Reports, in conjunction with this Work Placement Task and Logbook, will ensure that all Performance Criteria are met.
If you have any questions regarding the Third-Party Reports, please contact the ACEC team.



[bookmark: _Toc26862248][bookmark: _Toc171590447]WORKPLACE SUPERVISOR’S AUTHORISATION
Please list all workplace supervisors, and their qualification, who are approved to sign your Work Placement Task and Logbook.
Workplace Supervisors are required to possess as a minimum, CHC50113 Diploma of Early Childhood Education and Care, or its equivalent, and have held this qualification for at least 12 months.
A copy of this list of authorised supervisors MUST be returned to admin@acec.edu.au every 3 months and in the event that changes to the list are made, e.g. in the event of a supervisor being added to or removed from the list. 

	Supervisor Name
	Qualification*
	Date of Issue
	Signature
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*Please attach a copy of your qualification.

[bookmark: _Toc171590448]INSTRUCTIONS TO SUPERVISOR
[bookmark: _Toc171590449]We request that the workplace supervisor complete the individual Units of Competency at the completion of each Cluster when prompted by ACEC Administration and email the individual Unit of Competency completed and signed checklist to admin@acec.edu.au. 
[bookmark: _Toc171590450]CLUSTER 1
[bookmark: _Toc171590451]CHCECE041 Maintain a safe and healthy environment for children
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and: 

	Examine existing service policies and procedures and support materials, and document how risks are addressed in each of the following areas:
	
	
	
	
	
	

	· health safety and wellbeing
	o
	o
	o
	o
	
	

	· incidents, injury, trauma and illness
	o
	o
	o
	o
	
	

	· infection control
	o
	o
	o
	o
	
	

	· medical conditions
	o
	o
	o
	o
	
	

	· administration of medication
	o
	o
	o
	o
	
	

	· emergencies and evacuations
	o
	o
	o
	o
	
	

	· drop off and collection of children
	o
	o
	o
	o
	
	

	· supervision.
	o
	o
	o
	o
	
	

	Develop a risk management plan for an excursion, according to service policies and procedures and legislative requirements.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   









[bookmark: _Toc171590452]CHCECE050 Work in partnership with children’s families
	TASKS TO BE UNDERTAKEN 
	1st FAMILY 
	2nd FAMILY

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	Work with two different families, with at least two communications per family, to support education and care using all of the following aspects:
	
	
	
	
	
	

	· active listening
	o
	o
	o
	o
	
	

	· collaborative discussion and decision-making
	o
	o
	o
	o
	
	

	· provision of clear verbal information
	o
	o
	o
	o
	
	

	· questioning
	o
	o
	o
	o
	
	

	· negotiation
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   















[bookmark: _Toc171590453]CHCECE053 Respond to grievances and complaints about the service
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	Follow service procedures to respond to at least three different grievances or complaints about the service that collectively involve all of the following:
	
	
	
	
	
	

	· a systemic issue
	o
	o
	o
	o
	
	

	· an emotive family member
	o
	o
	o
	o
	
	

	· response to a detailed written complaint.
	o
	o
	o
	o
	
	

	Use all of the following techniques:
	
	
	
	
	
	

	· active listening
	o
	o
	o
	o
	
	

	· assertiveness
	o
	o
	o
	o
	
	

	· questioning
	o
	o
	o
	o
	
	

	· effective non-verbal communication
	o
	o
	o
	o
	
	

	· negotiation.
	o
	o
	o
	o
	
	

	Identify and document at least one opportunity for improvement arising from the grievance or complaint.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   











[bookmark: _Toc171590454]CHCPRP003 Reflect on and improve own professional practice*
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit, manage tasks and manage contingencies in the context of the job role. There must be evidence that the student has:

	Undertaken a structured process to reflect on and improve own practice and created 1 personal development plan that includes:
	
	
	
	
	
	

	goals
	o
	o
	o
	o
	
	

	timeframes
	o
	o
	o
	o
	
	

	· ways of measuring progress.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   









*Graduates of ACEC’s CHC30121 Cert III in Early Childhood Education and Care will be granted Credit Transfer for this Unit.



[bookmark: _Toc171590455]CLUSTER 2
[bookmark: _Toc171590456]CHCECE043 Nurture creativity in children
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	Plan and implement at least three experiences for children between the ages of birth and six years that collectively involve all of the following:
	
	
	
	
	
	

	· construction
	o
	o
	o
	o
	
	

	· digital technologies
	o
	o
	o
	o
	
	

	· dramatic play
	o
	o
	o
	o
	
	

	· imaginative play
	o
	o
	o
	o
	
	

	· language and storytelling
	o
	o
	o
	o
	
	

	· movement
	o
	o
	o
	o
	
	

	· music
	o
	o
	o
	o
	
	

	· science, technology, engineering, arts and maths (STEAM)
	o
	o
	o
	o
	
	

	· visual art.
	o
	o
	o
	o
	
	

	Document evaluation outcomes for each of the above planned experiences.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   











[bookmark: _Toc171590457]CHCECE047 Analyse information to inform children’s learning
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	Gather, document and analyse information about an individual child on six different occasions using a minimum of three different tools or methods.
	o
	o
	o
	o
	
	

	Develop and document a perspective about the child’s:
	
	
	
	
	
	

	overall development
	o
	o
	o
	o
	
	

	knowledge
	o
	o
	o
	o
	
	

	ideas
	o
	o
	o
	o
	
	

	strengths
	o
	o
	o
	o
	
	

	interests
	o
	o
	o
	o
	
	

	social interactions
	o
	o
	o
	o
	
	

	reactions to play environment.
	o
	o
	o
	o
	
	

	Report on two different critical reflection activities used to review own practice.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   











[bookmark: _Toc171590458]CLUSTER 3
[bookmark: _Toc171590459]CHCECE045 Provide care for babies and toddlers
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	Observe the social interactions of children on at least three occasions and identify:
	
	
	
	
	
	

	· emerging pro-social skills
	o
	o
	o
	o
	
	

	· strategies used by the educator to support the development of pro-social skills.
	o
	o
	o
	o
	
	

	Complete the following for two different children who require assistance with self-regulation and pro-social skills:
	
	
	
	
	
	

	review any pre-existing information regarding the child’s interactions and behaviour
	o
	o
	o
	o
	
	

	review physical and social environment within and outside the service and identify impacts on child’s behaviour
	o
	o
	o
	o
	
	

	observe and monitor the interactions and responses of the child to identify challenging behaviour
	o
	o
	o
	o
	
	

	participate in two collaborative discussions about the child’s interactions and behaviour with colleagues
	o
	o
	o
	o
	
	

	document own reflections on the gathered information
	o
	o
	o
	o
	
	

	develop, implement and evaluate a support plan for the child in collaboration with colleagues.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   




[bookmark: _Toc171590460]CHCECE046 Implement strategies for the inclusion of all children
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	
Use critical reflection to evaluate three different areas of practice in the service in terms of how they support inclusion and inclusive practices.
	o
	o
	o
	o
	
	

	Promote inclusion in each of the following contexts on at least one occasion:
	
	
	
	
	
	

	· curriculum development
	o
	o
	o
	o
	
	

	· interpersonal communication.
	o
	o
	o
	o
	
	

	Develop, implement and review a plan for support and inclusion for at least one child.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   












[bookmark: _Toc171590461]CHCECE049 Embed environmental responsibility in service operations
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	Observe and document three examples of practices that demonstrate children’s understanding of environmental responsibility.
	o
	o
	o
	o
	
	

	Design, implement and evaluate a plan to enhance two aspects of environmental responsibility for an education and care service, including:
	
	
	
	
	
	

	· researching contemporary practice relating to environmental responsibility
	o
	o
	o
	o
	
	

	· reviewing service operations in line with contemporary practices
	o
	o
	o
	o
	
	

	· consultation with stakeholders
	o
	o
	o
	o
	
	

	· identifying opportunities for improvement
	o
	o
	o
	o
	
	

	· documenting outcomes of implementation
	o
	o
	o
	o
	
	

	· sharing outcomes and evaluation of plan implementation with supervisor.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   









[bookmark: _Toc171590462]CLUSTER 4 (course completion)
[bookmark: _Toc171590463]CHCECE042 Foster holistic early childhood learning, development and wellbeing
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	Identify and apply information from at least two different credible sources about the following domains of early childhood development, and their interrelationships:
	
	
	
	
	
	

	· cognitive
	o
	o
	o
	o
	
	

	· communication
	o
	o
	o
	o
	
	

	· emotional
	o
	o
	o
	o
	
	

	· physical
	o
	o
	o
	o
	
	

	· social.
	o
	o
	o
	o
	
	

	Plan and document four experiences for children aged from birth to six years, that collectively incorporate:
	
	
	
	
	
	

	· routines
	o
	o
	o
	o
	
	

	· play
	o
	o
	o
	o
	
	

	· transitions
	o
	o
	o
	o
	
	

	· opportunities for development across each of the following areas:
· cognitive
· communication
· emotional
· physical
· social.
	o
	o
	o
	o
	
	

	Provide two of the above four experiences:
· for individual children.
	o
	o
	o
	o
	
	

	Provide two of the above four experiences:
· on two separate occasions for groups of children.
	o
	o
	o
	o
	
	

	Use observation, collaboration and critical reflection to evaluate the four experiences and document evaluation outcomes.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   











[bookmark: _Toc171590464]CHCECE048 Plan and implement children’s education and care curriculum
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	Plan, document and implement a curriculum that incorporates development and learning for:
	
	
	
	
	
	

	· three individual children
	o
	o
	o
	o
	
	

	· a group of at least five children
	o
	o
	o
	o
	
	

	Include all of the following in the above curriculum:
	
	
	
	
	
	

	· play experiences
	o
	o
	o
	o
	
	

	· routines
	o
	o
	o
	o
	
	

	· transitions
	o
	o
	o
	o
	
	

	· indoor activities
	o
	o
	o
	o
	
	

	· outdoor activities
	o
	o
	o
	o
	
	

	· at least one experience that represents Aboriginal and/or Torres Strait Islander Peoples’, their cultures and languages.
	o
	o
	o
	o
	
	

	Use collaboration and critical reflection to evaluate the implemented curriculum.
	o
	o
	o
	o
	
	

	Document the evaluation process and outcomes for the implemented curriculum.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   









[bookmark: _Toc171590465]BSBHRM413 Support the learning and development of teams and individuals
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:

	Contribute to, facilitate and monitor learning and development for at least one team and for at least one individual.
	o
	o
	o
	o
	
	

	In the course of the above, the candidate must:
	
	
	

	Collect data on team and individual and team development needs.
	o
	o
	o
	o
	
	

	Collaboratively develop learning plans to match skill needs of individuals and groups.
	o
	o
	o
	o
	
	

	Coordinate learning opportunities.
	o
	o
	o
	o
	
	

	Give and receive feedback during the implementation of learning plans.
	o
	o
	o
	o
	
	

	Monitor and review workplace learning plan implementation plans.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   











[bookmark: _Toc171590466]BSBOPS502 Manage business operations plans
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:

	Manage an operational plan for at least one business or work area.
	o
	o
	o
	o
	
	

	In the course of the above, the candidate must:
	
	
	

	Develop and implement an operational plan using a variety of information sources and consultation including:
	
	
	
	
	
	

	· resource requirements
	o
	o
	o
	o
	
	

	· key performance indicators
	o
	o
	o
	o
	
	

	· monitoring processes
	o
	o
	o
	o
	
	

	· contingency plans.
	o
	o
	o
	o
	
	

	Communicate with stakeholders to explain the plan and supporting information, seek approvals, negotiate variations and engage work teams.
	o
	o
	o
	o
	
	

	Confirm existence of relevant strategies, including strategies relating to:
	
	
	
	
	
	

	· recruiting, inducting and developing personnel
	o
	o
	o
	o
	
	

	· acquiring physical resources and services
	o
	o
	o
	o
	
	

	· protecting intellectual property
	o
	o
	o
	o
	
	

	· making variations to the plan
	o
	o
	o
	o
	
	

	· monitoring and documenting performance.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   









[bookmark: _Toc171590467]BSBTWK502 Manage team effectiveness
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:

	Manage the effectiveness of at least one work team.
	o
	o
	o
	o
	
	

	In the course of the above, the candidate must:
	
	
	

	Provide feedback to encourage, value and reward others.
	o
	o
	o
	o
	
	

	Model desired behaviour and practices.
	o
	o
	o
	o
	
	

	Encourage and foster shared understanding of purpose, roles and responsibilities.
	o
	o
	o
	o
	
	

	Support team to meet expected performance outcomes including providing formal and informal learning opportunities as needed.
	o
	o
	o
	o
	
	

	Develop performance plans with key performance indicators (KPIs), outputs and goals for individuals or the team which incorporate input from stakeholders.
	o
	o
	o
	o
	
	

	Communicate effectively with a range of stakeholders about team performance plans and team performance.
	o
	o
	o
	o
	
	

	Evaluate and take necessary corrective action regarding unresolved issues, concerns and problems raised by internal or external stakeholders.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:

	   







[bookmark: _Toc171590468]CHCECE044 Facilitate compliance in a children's education and care service
	TASKS TO BE UNDERTAKEN 
	Ist attempt 
	2nd attempt

	SUPERVISOR / THIRD PARTY SIGNATURE
	STUDENT SIGNATURE

	
	Date 
	Date 

	
	

	
	Y
	N
	Y
	N
	
	

	The student must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit in the context of the job role, and:

	Facilitate self-assessment and development of a quality improvement plan for two quality areas in an education and care service.
	o
	o
	o
	o
	
	

	


Based on the criteria demonstrated within a regulated education and care service, the student’s performance was 
	Satisfactory
o
	Unsatisfactory
o

	ACEC Assessor
	
	Assessor signature
	
	Date 
	

	Feedback on performance:
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[bookmark: _Toc80181686][bookmark: _Toc171590469]WORK PLACEMENT HOURS LOG 
MINIMUM OF 280 HOURS
Work placement hours are required to the following Units of Competency: CHCECE042, CHCECE048

	DATE
	START TIME
	BREAK 1 START TIME
	BREAK 1 END TIME
	BREAK 2 START TIME
	BREAK 2 END TIME
	END TIME
	HOURS WORKED
	STUDENT SIGNATURE
	SUPERVISOR SIGNATURE
	CUMULATIVE HOURS

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



[bookmark: _Hlk80182245]WORK PLACEMENT HOURS LOG – continued
	DATE
	START TIME
	BREAK 1 START TIME
	BREAK 1 END TIME
	BREAK 2 START TIME
	BREAK 2 END TIME
	END TIME
	HOURS WORKED
	STUDENT SIGNATURE
	SUPERVISOR SIGNATURE
	CUMULATIVE HOURS

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



WORK PLACEMENT HOURS LOG – continued
	DATE
	START TIME
	BREAK 1 START TIME
	BREAK 1 END TIME
	BREAK 2 START TIME
	BREAK 2 END TIME
	END TIME
	HOURS WORKED
	STUDENT SIGNATURE
	SUPERVISOR SIGNATURE
	CUMULATIVE HOURS

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



WORK PLACEMENT HOURS LOG – continued
	DATE
	START TIME
	BREAK 1 START TIME
	BREAK 1 END TIME
	BREAK 2 START TIME
	BREAK 2 END TIME
	END TIME
	HOURS WORKED
	STUDENT SIGNATURE
	SUPERVISOR SIGNATURE
	CUMULATIVE HOURS

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	FINAL HRS
	
	
	
	
	
	
	
	
	
	



	FINAL SUPERVISOR SIGNOFF

I acknowledge the student (above) has fulfilled the necessary 280 hours for this course, including completing activities for children up to 6 years old in a regulated children’s education and care service in Australia.


	Signed (Supervisor)*                                                                                                                                                                       Date of signoff 





*this must be one of the nominated supervisors as listed on page 7 of this document. 
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